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1. PURPCSE AND SCOPE. To establish a system of periodic
conpr ehensi ve assessnents of each Bureau of Prisons (Bureau)
institution in the areas of:

# staff and inmate noral e,
# professionalism

# communi cation, and

# community relations.

The Institution Character Profile (ICP) is one of a nunber of
conpl enmentary net hods the Bureau uses to assess the

organi zational climate and program performance at its

i nstitutions.

The I1CP relies on face-to-face interviews with staff and innates,
data analysis, record reviews, and field observations. O her

nmet hods i nclude programreviews, the Executive Staff Mdul e,
Prison Social dimte Surveys, and objective neasures drawn from
t he Bureau's managenent information system the Key

| ndi cators/ Strategi c Support System (KI/SSS).

Data from KI/ SSS assists regional I1CP teans in making prelimnary
determ nations of potential areas of concern and special enphasis
that can help to focus resources during the week of the ICP
visit.

This Program St atenment provides policy, procedures, and other
gui dance for regional ICP teans, as well as for all Bureau staff,
in the three specific areas of:

# staff roles and responsibilities,
# wuse of the ICP instrunent, and
# limts the appropriate use of ICP-related information.
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2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. Every three years each institution will be assessed by the
Regional Director in the areas of staff norale, professionalism
communi cation, inmate norale, and conmunity relations.

b. Information gathered and evaluated will be used only for
speci fi ed purposes.

3. Dl RECTI VES AFFECTED
a. Directive Rescinded
PS 1070. 06 Institution Character Profile (12/3/97)
b. Directive Referenced
PS 1070. 07 Research (5/12/99)
4. STANDARDS REFERENCED. None

5. AREAS REVI EVEED. Each ICP team nust review, at a m nimum the
foll ow ng areas:

a. Staff Mrale. The overall norale or nood of the
institution staff is determ ned by an assessnent (through
observations, interviews, and record reviews) of staff
perceptions of:

the incentive awards program

t he performance apprai sal process,
training satisfaction,

j ob resources,

t he enpl oyee assi stance program
staf fing/ workl oad,

safety and security,

staff turnover,

j ob satisfaction,

career opportunities and conmm t nent,
departnent noral e,

managenent's effect on norale, and
staff nmentoring program

OO0O0O0O0000O00O0O00O0O0OO0O

b. Professionalism Professionalismis evaluated by exam ning
the performance and conpetence of staff and managenent in such
areas as:

C staff professionalism
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C interaction with i nmates, and
C staff conpetence.

c. Communication. The quality and nethods of conmuni cation
t hroughout the institution are assessed by exam ning areas such
as:

C managenent accessibility and responsiveness,
C | abor - managenent rel ati ons,
C staf f/supervi sor relations, and
C i nformati on accessibility and sources.
d. Inmate Cimte. The character or nood of inmates as

determ ned by an assessnent (through observations, interviews,
and record reviews) of inmate perceptions of:

staff/inmate interactions,
comruni cation of institution issues,
safety,

sanitation,

recreation

food service,

heal th servi ces,

psychol ogy servi ces,

mai | service,

comm ssary services,

di sci pli ne process,

wor k opportunities,
educati onal opportunities,
religious prograns, and
the visiting program

S NONONONONONONONONONONONONONS

e. Community Relations. The quality and extent of the
rel ati onship between the institution and nenbers of the community
are determ ned by assessing:

C recruitnment activities;

C the institution's reputation in the comunity;

C the institution's relationship wth other |aw
enf or cenent agenci es; and

C community activities such as:
< the visiting room program
< open houses,

< the comunity relations board,
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< charitable activities,
< volunteer and citizen participation program and
< nunber and quality of comunity partnership
prograns.

f. Special Focus Areas. The Regional Director may identify a
particul ar area of concern beyond the scope of these |ICP
guidelines. In this case, the ICP teamnay be directed to expand
the interview, record review, or field observation guides to
address this concern.

6. SCHEDULI NG Each Regional Director nust:

# schedule an ICP for each institution in that region
once every three years;

# schedule an ICP visit for newy activated institutions
any tinme during the first three years of activation at
the Regional Director's discretion;

# provi de an updated | CP schedule to the Senior Deputy
Assi stant Director, Program Review Division (PRD) at
| east once every year by January 15th; and

# notify the PRD Senior Deputy Assistant Director of any
changes to the I CP schedul e i medi ately.

The PRD Program Anal ysis Section nust maintain a current |CP
master schedule and distribute it to all Executive Staff nenbers
by January 31st of each year and at other tines when requested.

7. |1CP TEAMS. The Regional Director is to determ ne each |ICP
teanm s size, based on the size and conplexity of the institution
to be reviewed and any other pertinent factors.

Odinarily, a teamw /||l be conposed primarily of regional staff;
however, other staff may participate at the Regional Drector’s
di scretion.

The Regi onal Director nust ensure that:

H all ICP team menbers are famliar with the intent and
techni cal aspects of the |ICP process;

# all ICP team nenbers are able to effectively conduct
interviews and produce quality results; and
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# the regional office, with Central Ofice support (see
Section 10.), provides the institution with random
sanples for staff and inmates.

The PRD Program Anal ysis Section nust provide tel ephonic or
on-site assistance to regional office staff upon request.

8. ROLE OF THE REG ONAL DIRECTOR. Odinarily, the Regional
Director does not need to be present for the entire ICP
However, at a mninmum the Regional Director nust enter the ICP
at m d-week to conduct interviews, be advised of findings, help
the team sunmari ze findings for close-outs, and determ ne what
means W || be used to share findings wwth staff (e.g., neetings
with institution Executive Staff, departnent head neetings, and
staff recalls).

The Regi onal Director nust:
# interview institution Executive Staff and others,
# instruct the teamto gather nore data when appropriate,
# provide other direction as needed, and
# participate in closeouts and ot her neetings.
9. PREPARATI ON FOR AN | CP

a. Regional Team Preparation. The regional |CP coordinator
nmust :

C ensure that data required fromthe KI/SSS is retrieved
prior to the ICP and distributed to appropriate team
menbers;

C ensure that any rel evant programreview and ot her

assessnment data is collected (ordinarily fromthe
regional adm nistrators) and provided to the
appropriate team nenbers;

C ensure that | CP team nenbers use data from KI/SSS,
programreviews, etc., effectively to identify any
areas of concern or special enphasis that can help
focus resources during the week of the ICP visit; and

C hel p the institution coordinator prepare for the ICP
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b. Institution Preparation. Institution preparation work is
to be kept to the m nimum needed to ensure an effective | CP
visit.

(1) Wen preparing for the ICP visit, regional |ICP staff
must make every effort to limt institution staff tasks to the
mnimmrequired to address the ICP teanis |ogistic and data
needs.

(2) Institution staff nust work closely with the regional
staff, particularly the regional |ICP coordinator, to ensure
efforts are not being duplicated.

(3) In sone instances it is preferable that the I CP team
review original docunents on-site. However, sone data may be
anal yzed nore effectively prior to the ICP visit, and for this
reason sone docunents will need to be copied.

| CP staff should clearly request all copying of docunents
with as much advance notice as possi bl e.

(4) Institution staff nust prepare:

< staff and inmate interview schedul es based on the
random sanpl e provided by the regional office, and
< activity schedul es.

(5) Institution Executive Staff are to prepare a brief
statenent addressing any existing or anticipated concerns prior
to conducting an I CP

O herwi se, institutions should not conpile special booklets
or reports.

10. INTERVIEWS. For each ICP, the HRM S Secti on, Human Resource
Managenment Division, is to provide a random sanple of staff to be
interviewed that ensures representation of all races, ethnic
backgrounds, experience |evels, genders, and departnments. HRM S
wll also provide a list of all staff grouped by the denographic
categories nentioned earlier in this section, so that regional
staff may nmake matched substitutions when an original staff
menber is unable to attend the ICP interview

Regi onal staff retrieve inmate random sanpl es t hrough SENTRY.
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a. Sanple Size

(1) Staff. Regional Directors should ensure an adequate
representation of staff are sanpl ed.

(2) Inmates. Generally, sonmewhere between two and five
percent of inmates should be interviewed.

I n nost cases the size of the sanples wll not provide data
that can be used to draw statistically significant concl usions
about how the "average" staff nmenber or inmate feels about a
speci fic question, or about the percentage of staff or inmates
t hroughout the institution that share a common out | ook.

However, the sanples should allow for the ICP teamto gain
valid insights held by sone staff and i nmates representing al
races, experience |levels, etc., as defined in the first paragraph
in this Section.

b. Comunity Relations Board. Odinarily, a sanple of
Communi ty Rel ations Board nenbers are to be intervi ewed
individually. 1t is not necessary to convene a neeting for an
| CP; however, if the Board is neeting the week of the ICP, the
Regi onal Director may decide to attend.

c. Labor Managenent Rel ations. The Regional Director and
the local union president will nmeet to discuss |ocal LMR issues.
At this time, the local president may present a witten summary
of | ocal observations.

d. Non-scheduled Interviews. In addition to randomy selected
interviews of staff and inmates, other staff or inmates may
request to talk with the ICP team However, these interviews
shoul d be kept informal, i.e., the official interview guides
shoul d not be used.

The insights gained fromthese interviews may assist the team
to corroborate other findings or raise concerns for further
eval uation or other appropriate actions, but the opinions should
not be tallied with those fromthe randonmly sel ected interviews
for final sunmary.

e. Explanation to Interviewees. |ICP interviewers are to read
or paraphrase the explanation provided on the interview guide
cover page to each interviewee (staff as well as inmates),
expl ai ni ng:

C the 1 CP s purpose,
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C the voluntary nature of the interview and
C the limts of confidentiality.

11. FI ELD OBSERVATI ONS AND RECCORD REVI EW ( FORR) . FORR dat a
consists of two types: that which is collected in advance of the
|CP visit (see Attachment B), and that which is collected/
observed on-site (see Attachnent C). Attachnents B and C provide
recommended field observations and record reviews, which can be
used at the regional office’s discretion.

Pre-visit data are gathered in advance so that the | CP team can
determine if any trends exist that m ght require special
attention during the ICP visit.

12. REPORTS

a. Telenessage to the Director. Upon conpleting an ICP visit,
and in advance of forwarding the witten |ICP report, the Regional
Director nust brief the Director of the findings and any ot her
salient issues via tel enessage.

b. Report Format. A written report that is a m ninum of two
pages, is required. The report should consist of two parts - the
Executive Summary and the Conponent Breakdown (see Attachnent A).

(1) The Executive Summary nust have:

C a brief background statenent of any concerns
provided by the institution staff;

C a brief description of the overall findings and
concerns; and,

C a statement of the overall rating. The ratings
scale is as follows:

Unsati sfactory,
Mar gi nal ,

Sati sfactory,
Exceeds, and
Qut st andi ng.

NN N NN

. a brief description that will reflect the
di scussions with the warden and | ocal union
president, as well as any witten docunentation
provi ded.
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(2) The Conponent Breakdown rnust include a brief
description and rating for each primary area. Recommendati ons
may be provi ded when warrant ed.

| f the recomrendati ons nmade affect the working conditions of
bargaining unit staff, the union shall be notified and given the
opportunity to bargain prior to inplenentation of said
recommendat i ons.

(3) Working papers should not be included in the final
report.

The Regi onal Director nust sign a cover nenorandum for each
| CP report and provide copies to the Warden, and the PRD Seni or
Deputy Assistant Director.

c. Wirksheets. Each region will determne its own nethod of
constructing and using working papers. Standardized |ICP
wor ksheets are not required.

13. USES OF | CP DATA, WORKI NG PAPERS, AND REPCRTS. | CP data and
reports may be used only for conmunication anong the Regi onal
Director and the Warden. The Warden may share appropriate parts
of the witten report with those institution staff menbers with a
need to know.

| f changes in working conditions of bargaining unit enployees
result fromrecomendations or findings of the ICP, the affected
| ocal union will be notified, provided a copy of the pertinent
recomendations fromthe ICP report (sanitized if necessary) and
of fered an opportunity to bargain prior to inplenentation of said
changes.

Regi onal Directors must maintain Character Profile reports for at
| east three I CP cycles (nine years) and working papers for one
t hree-year cycle.

/sl
Kat hl een Hawk Sawyer
Director
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| CP REPORT FORVAT
EXECUTI VE SUMVARY. The summary nust have:
C a brief introduction to include dates of current and

last ICP visits, |ICP team nenbers, and the nunber of
staff and i nmate intervi ews;

C a brief statenment identifying the institution Executive
Staff;

C a brief background statenent of any concerns provided
by the institution staff;

C a brief description of the overall findings and
concerns; and

C a statement of the overall rating.

1. COVPONENT BREAKDOWN. The conponent breakdown will include a

rating and a summary for each primary area, (i.e., Staff Morale,
Prof essionali sm Comruni cation, Comrunity Rel ations, and | nmate
Moral e) and recomendations as required. The rating scale is as
follows: Qutstanding, Exceeds, Satisfactory, Marginal, and
Unsati sfactory.

1. STAFF MORALE OVERALL
Rat i ng/ Comment s/ Recommendat i ons

2. PROFESSI ONALI SM OVERAL L
Rat i ng/ Comment s/ Reconmendat i ons

3. COVMUNI CATI ON OVERAL L
Rat i ng/ Comment s/ Reconmendat i ons

4. COVMUNI TY RELATI ONS OVERALL
Rat i ng/ Comment s/ Reconmendat i ons

5. I NVATE MORALE OVERALL
Rat i ng/ Comment s/ Reconmendat i ons
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SAMPLE REPORT FORVAT
FCI SM THVI LLE
| NSTI TUTI ON CHARACTER PROFI LE
JANUARY 4-8, 1999

EXECUTI VE SUMVARY

An Institution Character Profile (1CP) was conducted

January 4-8, 1999, at the Federal Correctional Institution (FCl),
Smthville. The ICP team nenbers conducted formal interviews
with 18 staff and 24 innmates.

Many informal interviews with staff and i nmates were al so
conducted. The teamdirectly observed inmate activities and
prograns, attended staff neetings, reviewed inmate records and
other pertinent Institution docunents, and evaluated data from
the Bureau of Prisons automated inmate information systens prior
to and during the ICP visit.

FCl Smthville is |ocated on a former mlitary base with a staff
conpl enment of 115 and an i nmate popul ati on of 455. The overal

| CP rating was outstanding. Although Warden Smth's tenure at
this facility has been only a few nonths, her judgenent and

deci sion making ability are recurrently conplinented. The

cohesi veness and teamwrk anong the Executive Staff were evident.

The overall institutional atnosphere is outstanding. The
Institution is conposed of a seasoned, stable workforce that is
m ssion-oriented. The WAarden and Executive Staff maintain a

hi ghly visible presence within the Institution and are perceived
as conpetent and concerned about the welfare of staff and
inmates. The staff are proud of the anple and diverse inmate
prograns that have been devel oped to occupy tine productively and
facilitate inmate reentry into society.

Labor nanagenent relations are cordial, and informal |ines of
communi cation are open and a primary neans of dispute resol ution.

Staff Mboral e

Enmpl oyee norale at FCI Smithville is outstanding. Staff
general ly have a cheerful and enthusiastic attitude about their
wor k and working conditions. They feel confident in the

responsi veness and conpetence of the Executive Staff because of
their high visibility, communication skills, and sincere interest
in maintaining a climte where staff can excel. Mst staff are
satisfied with their jobs, are overwhelmngly career-oriented,
but reluctant to entertain career enhancing transfers to other
facilities. Staff feel appropriately recognized by their
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supervi sors for noteworthy acconplishnents, and incentive awards
are distributed equitably anong departnents and across gender and
speci al enphasis categories. They indicate good i nmate
discipline exists and that the Institution is a safe place to

wor K.

Pr of essi onal i sm

Staff professionalismwas rated outstanding. Staff are
conpetent, capable, and take pride in their work and program
areas. Staff were personable and cordial in their interactions
with the general public and inmates. They clearly see the val ue
of anple and diverse i nmate progranmm ng and have devel oped an
exceptional nunber of comunity-service and public-work projects.

Conmuni cati ons

The communi cation network, both formal and informal, is well
established and rated exceeds. Staff and i nmates were
conplinmentary of the processes by which they are kept infornmed of
Institution events and procedures. Executive Staff were
conplinmented extensively for their personal accessibility and
responsi veness. Strategic planning and progress in inplenenting
pl ans were evident and well docunent ed.

Community Rel ations

The Institution has an outstanding relationship with the
surrounding conmunity as well as with federal and |ocal |aw
enforcenent agencies. The reservoir of goodw Il and cooperation
has served to insulate the Institution fromecriticismwhen
negative publicity arises. The Community Rel ations Board is
active, has a diverse participation, and provi des an appreci at ed
forum for discussion of topics of nutual concern.

| nmate Cimte

Inmate climate was rated exceeds by the i nmates who were
interviewed. They felt they were kept well infornmed about issues
affecting themand that staff treated themrespectfully.

| nmat es indicated there were anple opportunities for work and
that the quantity and quality of religion and recreation prograns

were exceptional. They spoke very favorably about recreation
progranms. They indicated sanitation and mai ntenance of the
bui | di ngs and grounds are excellent. |Inmates have no fear for

their personal safety.
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PRE- VI SI T RECORD REVI EW LI ST
STAFF MORALE

| NCENTI VE AWARDS PROGRAM

1. Staff perceptions as to whether they wll receive a cash
award or unschedul ed pay increase if they performespecially
wel | (KI/SSS)

PERFORMANCE APPRAI SAL PROCESS

1. Staff response regardi ng whether their |ast annual
performance rating presented a fair and accurate picture of
their actual job perfornmance (KI/SSS)

2. Rel evant programrevi ew findi ngs

3. Performance appraisals: conparison of institution
performance appraisals with the Bureau of Prisons (Bureau)
overal |l (KI/SSS)

TRAI NI NG SATI SFACTI ON

1. Staff perceptions about the degree to which needed training
i's supported by their supervisors (KI/SSS)

2. Staff perceptions about whether their training has been
effective in inproving their job performance (KI/SSS)

3. Rel evant programrevi ew findi ngs

STAFFI NG WORKLOAD

1. Institution and sanme security |level inmate-to-staff ratios
(over latest available 12 nonths) (KI/SSS)
2. Percent of staff who feel staffing | evels are adequate to

ensure staff and inmate safety during the day, night, and
nmorni ng shifts (KI/SSS)

SAFETY AND SECURI TY

1. Perceived likelihood of staff nenber being assaulted
(KI'/ SSS)

2. Staff perceptions of how the design of their facility
affects staff surveillance of inmates and staff safety

(KI'/ SSS)

3. Assaults -- counts and rates (over |atest 12 nonths:
institution patterns and conpari son to sanme security |evel)
(KI'/ SSS)

4. Escape counts and rates (over latest 12 nonths: institution

patterns and conparison to sanme security |level) (KI/SSS)
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Security Designations Bar Charts (conpare the sanme or nost
recent nonth for the past two years, e.g., January 1996 and
January 1997) (KI/SSS)

Rel evant programrevi ew findi ngs

STAFF TURNOVER

Staff perceptions about their |evel of satisfaction with the
institution and their commtnent to it (KI/SSS)

Nunmber of separations (patterns over |atest 12 nonths)

(KI'/ SSS)

Reasons why staff are |eaving (nunbers fired, resigned,

| ateral transfers, and pronotions) (KI/SSS)

JOB SATI SFACTI ON

1

Staff perceptions about their |level of satisfaction with
their job and their commtnent to it (KI/SSS)

CAREER OPPORTUNI TI ES AND COVM TMENT

N

o 0k~ w

Staff perceptions that job advancenent opportunities are
available to themat their institution (KI/SSS)

Staff perceptions that job advancenent opportunities are
available to mnorities at their institution (KI/SSS)

Staff perceptions that personal job advancenent is possible
in the Bureau (KI/SSS)

Staff perceptions that job advancenent is possible for
mnorities in the Bureau (KI/SSS)

Staff responses as to whether they are usually dissatisfied
with their particular institution (KI/SSS)

Staff perceptions about their |evel of satisfaction with the
institution and their commtnent to it (KI/SSS)

Staff perceptions about their |evel of satisfaction with the
Bureau and their commtnent to it (KI/SSS)
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PRE- VI SI T RECORD REVI EW LI ST
PROFESSI ONALI SM

STAFF PROFESSI ONALI SM

1. Adm ni strative renedies -- nunber of conplaints filed
agai nst staff where relief has been granted (KI/SSS)

2. O A statistics -- past 12 nonths (KI/SSS)

3. Di sciplinary/adverse actions -- past 12 nonths (KI/SSS)

STAFF COVPETENCE

1. Institution fact sheet: staff experience |evel (KI/SSS)
2. Conmpare staff experience |levels of current and prior years
and note percent increase or decrease (KI/SSS)

| NTERACTI ONS W TH | NVATES

1. Nunmber of inside/outside escapes over |ast year; note any
i ncreasing or decreasing pattern

2. Adm ni strative renedies -- nunber of conplaints filed about
DHO and UDC (Kl / SSS)

3. Staff perceptions of how nuch control they have over inmates

during each shift (KI/SSS)
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PRE- VI SI T RECORD REVI EW LI ST
COVMUNI CATI ON

| NFORMATI ON ACCESSI BI LI TY AND SOURCES

1. The degree to which staff see Bureau information materials,
namely the Monday Morning H ghlights, and the institution
news menor andum (Kl / SSS)

LABOR- MANAGEMENT RELATI ONS

1. Rel evant programrevi ew findi ngs
2. Staff's perception of Labor/Managenent Partner Counci
(KI/ SSS)

STAFF/ SUPERVI SOR RELATI ONS

1. Staff evaluation of the quality of supervision (KI/SSS)

2. Staff indications that they are not afraid to inform
supervi sors about problens in the institution (KI/SSS)
3. The degree of confort staff feel in going to their inmediate

supervi sors with suggestions or concerns about institution
oper ati ons (KI/SSS)

4. Staff response as to whether they had made any suggesti ons
to their supervisors, in the past six nonths, regarding
changes or inprovenents for their institution or the Bureau
(KI/ SSS)

5. Staff perceptions of their ability to participate in and
contribute to efficiency of institution's operations
(KI/ SSS)
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PRE- VI SI T RECORD REVI EW LI ST
| NVATE CLI MATE

STAFF/ | NVATE | NTERACTI ONS

1. The frequency with which staff felt effective in dealing
with i nmates (KI/ SSS)

2. Adm nistrative renedies -- conplaints filed against staff
(KI/ SSS)

SAFETY

1. Assault counts and rates (over |latest 12 nonths:
institution patterns and conpari son to sanme security |evel)

2. Staff perceptions of the frequency wth which i nmates

possessed weapons on their person or in their quarters
during the last six nonths (KI/SSS)

3. Staff responses to whether there had been any gang activity
inthe last six nonths in their institution (KI/SSS)

4. The perceived |ikelihood of an inmate being assaulted in
hi s/ her living unit (KI/SSS)

5. Rel evant programrevi ew findi ngs

SANI TATI ON

1. The frequency with which sanitation (insects, rodents, dirt,

or litter) has been a problemin the inmate housing units
and in the dining hall (KI/SSS)

2. The frequency with which the i nmate housing units have
contained too nuch clutter that could feed a fire (KI/SSS)

3. Rel evant programrevi ew findi ngs

RECREATI ON

1. Rel evant programrevi ew findi ngs

FOOD SERVI CE

1. Adm ni strative renedies -- conplaints filed about food
(KI/ SSS)

2. Rel evant programrevi ew findi ngs

HEALTH SERVI CES

1. Adm ni strative renedies -- nunber of conplaints filed about
medi cal care (not forced) (KI/SSS)

2. Conpl aints filed about nedical treatnment (forced) (KI/SSS)

3. Nunmber of conplaints filed about dental care (KI/SSS)
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4. Nunmber of conplaints filed about nental health care (KI/SSS)
5. Rel evant programrevi ew findi ngs

MAI L SERVI CE

1. Adm ni strative renedi es -- nunber of conplaints about nai
(KI/ SSS)

2. Rel evant programrevi ew findi ngs

COMM SSARY

1. Rel evant programrevi ew findings.

DI SCI PLI NE PROCESS

1. Adm ni strative renedies -- conplaints filed about DHO
appeal s (KI/ SSS)

2. Nunmber of conplaints filed about UDC action (KI/SSS)

WORK OPPORTUNI Tl ES

1. Adm ni strative renedies -- conplaints filed about work
assi gnnents (KI/ SSS)

EDUCATI ONAL OPPORTUNI TI ES

1. Adm ni strative renedies -- nunber of conplaints filed about
Educati on (KI/ SSS)
2. Educati on summary overtine span (over |atest 12 nonths:

sane security |level conparison for ABE, GED, ESL, PSE, ACE,
and OCC) (KI/SSS)

VI SI TATI ON PROCESS

1. Adm ni strative renedies -- nunber of conplaints filed about
visiting (KI/SSS)

RELI G QUS PROGRAMS

1. Rel evant programrevi ew findi ngs
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PRE- VI SI T RECORD REVI EW LI ST
COMVMUNI TY RELATI ONS

| NSTI TUTI ON REPUTATI ON

1. In the community where you live, how aware do you think
peopl e are of the existence of the prison? (KI/SSS)
2. In the community where you live, how would you describe the

i mge of the Bureau? (KI/SSS)

COMVUNI TY RELATI ONS ACTI VI TI ES

1. Community relations board (nunber of nenbers and neetings
hel d) (KI/ SSS)
2. Vol unt eer Program (by departnent, nunber of vol unteers,

average nonthly visits/volunteer) (KI/SSS)
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ON-SI TE
FI ELD OBSERVATI ONS/ RECORD REVI EW LI ST
STAFF MORALE

| NCENTI VE AWARDS PROGRAM QUALI TY

1. I ncentive awards | ogs/reports: distribution (indicate
whet her or not evenly distributed across departnents,
gender, race, etc.)

2. Nunmber and types of awards for past 12 nonths

PERFORVANCE APPRAI SAL PROCESS

1. Exam nation of performance ratings (tineliness,
subst anti veness, and representativeness)

TRAI NI NG SATI SFACTI ON

1. Revi ew of Annual Training Plan (quality, submtted by al
departnents, departnents not submtting plan, and
departnments receiving the | east training)

JOB RESOURCES

1. Cbservations to corroborate conplaints of |ack of resources

EMPLOYEE ASSI STANCE PROGRAM ( EAP)

1. Interview with EAP Coordinator (availability, staff contact,
and services that are contracted) (KI/SSS)

STAFFI NG WORKLOAD

1. Overtinme charges (note high overtine areas)
2. Review of institution staffing patterns:

Nunber of vacancies

Critically understaffed departnents (include by how nuch)
Overtine use patterns

Difficulties with getting staff to work overtine

SAFETY AND SECURI TY

1. (bservation of the condition and operation of the
institution as they relate to safety and security
2. Safety and Environmental Health Inspection Report
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STAFF TURNOVER

1. Reasons why staff are |leaving institution (nunbers fired,
resigned, laterally transferred, pronoted, and other)
(KI'/ SSS)

MANAGEMENT' S EFFECT ON MORALE
1. Interview with Union Oficer
DEPARTMENT MORALE

1. Interview with Enpl oyees C ub President
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ON-SI TE
FI ELD OBSERVATI ONS/ RECORD REVI EW LI ST
PROFESSI ONALI SM

STAFF PROFESSI ONALI SM

bservation of staff attitude/ deneanor

Staff efficiency

Staff conpliance to uniformclothing policies

bservation of staff contact with visitors

bservation of UDC and Unit Team Meeti ng

Qbservation of personnel interview

Qbservation of institution training session

Institution tel ephone etiquette (by shift: nunber of rings

and manner handl ed)

Qobservation of receptionist/front |obby office

0. (Qbservation of staff professionalismin discharging their
duti es.

11. (Qbservation of supervisory and nanagenent attire.

RO oONoOOGOARWME

| NTERACTI ONS W TH | NVATES

1. hserve staff interaction with i nmates
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ON-SI TE
FI ELD OBSERVATI ONS/ RECORD REVI EW LI ST
COVMUNI CATI ON

| NFORMATI ON ACCESSI BI LI TY AND SOURCES

CoNOUTRWNE

bservations of neetings at all |evels

Assessnent of neetings m nutes

Assessnent of confidential |ogs

Qobservations of officers' roll cal

| dentification of unique nmethods of communication
Institution newsletter (quality and distribution)
Assessnent of duty officer reports

bserve staff recall

Correspondence revi ew

LABOR- MANAGEMENT RELATI ONS

oukwhE

Labor/ managenent comruni cati ons

observation of |abor/mnagenent neetings

Uni on' s concerns

Uni on President's comuni cati on wi th managenent

Uni on President's assessnent of |abor/managenent neetings
Warden' s assessnent of | abor/ managenent neetings

STAFF/ SUPERVI SOR RELATI ONS

1

Exam nation of the strategic planning process (plan
devel opnent, plan quality, and plan use)

MANAGEMENT ACCESSI Bl LI TY AND RESPONSI VENESS

1
2.
3.

Affirmative Action Conmttee neeting m nutes
Interview with Affirmative Action Conmm ttee Chairperson
Executive Staff attendance at various neetings
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ON-SI TE
FI ELD OBSERVATI OV RECORD REVI EW LI ST
| NVATE CLI MATE

STAFF/ | NVATE | NTERACTI ONS

Unit team observations

I nteractions between staff and i nmates

Staff responsiveness

| nmat e access to adm nistrative staff

Open house observations (Wio has open houses?)

howhE

COVMUNI CATI ON OF | NSTI TUTI ON | SSUES

1. I nmate bulletin boards (tineliness, rel evance, and Spani sh)

2. Eval uations of other information sources (Adm ssion and
Orientation (A& handbook quality, currency, and
availability in Spanish)

3. Qbserve A&O program

SAFETY

1. observation of safety and security of Iiving/working
condi tions

SANI TATI ON

1. Cbservation of institution sanitation
2. Eval uation of overall living conditions
extent of overcrowdi ng

- Response of adm nistration to overcrowdi ng

- Evaluation of living unit sanitation

- Evaluation of adm nistrative detention and disciplinary
segregation conditions

- Evaluation of staff visitation

RECREATI ON

1. (bservation of Recreation activities (accessibility,
organi zati on, supervision, and variety)

FOOD SERVI CE

1. Eval uati on of Food Service and mainline (portions, taste
appear ance, general atnosphere of dining hall, variety in

nmont hl y nmenu, and sanitation)



PS 1070. 08
8/ 16/ 2001
Attachnent C, Page 6
HEALTH SERVI CES

1. Cbservation of hospital/dispensary (sick call hours and
availability of services other than during sick call)

PSYCHOLOGY SERVI CES
1. (bservation of the drug treatnent program when applicable

MAI L SERVI CE

1. (bservation of mail call procedures
COWM SSARY
1. (bservation of comm ssary (evaluation of variety, prices,

hours of operation, and manner of transactions)
DI SCl PLI NE PROCESS
1. (bservation of the UDC process, if applicable
WORK OPPORTUNI TI ES

1. bservation of on-site work/ VT areas (types of training
avai |l abl e and ot her self-hel p prograns)

EDUCATI ONAL OPPORTUNI TI ES

1. (bservation of Education areas (types of prograns avail able
and ot her self-study courses)

VI SI TATI ON PROCESS

1. (bservation of visiting policy (hours/days, restrictions,
visiting roomoperations, and treatnent of visitors

RELI G QUS PROGRAMS

1. Qbservation of Religious activities (accessibility, variety,
general atnosphere of chapel, and use of vol unteers)
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ON-SI TE
FI ELD OBSERVATI OV RECORD REVI EW LI ST
COMMUNI TY RELATI ONS

RECRUI TMENT

1

Interview with Human Resources Manager (recruitnent efforts,
which efforts nost effective, and percent of staff hired
fromcomunity)

| NSTI TUTI ON REPUTATI ON

1
2.

3.

How the institution is portrayed in news articles
Efforts made by the institution to maintain a positive
relationship with the nedia

How | ocal conmmunity feels about institution

RELATI ONSHI P W TH LAW ENFORCEMENT

(bservations of receiving and di scharge procedures with
Marshal s or ot her | aw enforcenent personnel

Rel ati onshi p between institution and nenbers of |aw

enf orcenment conmunity

Law enf orcenent assessnents of the institution (U S
Probation, Marshals, FBI, local police, etc.)

COMVUNI TY RELATI ONS ACTI VI TI ES

ONoOT A R

Vi siting room observations

Interview of visitor about visiting process

Witten policy or guidelines in place for Community
Rel ati ons Board

(bservations from Comunity Board Menbers about the Board
and institution

Charitable activities over the past year

Interview with Vol unt eer Coordi nat or

Interviews with volunteers

Interviews with representatives form partnership

or gani zati ons



